In-Tend Registration Guide for Providers

You must first register on In-Tend before you can express an interest in any opportunity from the

Council.

Once you have completed these four stages you can click "Register my Company”

1. Log-in Page

On the In-tend login page, select the
“Register” button on the right-hand
pane of the page.

This will take you to three tabs-
Company Details, Business Classification,
and Company Categories
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A Important Information A

Asone of our suppliers, we need to make sure you receive our emal notfications To ensure ou emais reach your inbax please add our emai domain @ tendorganiser co uk to your safe:
‘senders and check your spam filte settings. Thank you.

Welcome to the Worcestershire County Council electronic tendering Logi n
process

From this website you can

in-community

2. Adding Company Details

Insert your company details into the
mandatory fields highlighted in yellow.
These are:

e Company Name

e Company Reference

Number

e Are you an SME? Yes or No.

e Address Line 1

e Postcode/Zip

e Telephone

e Contact First Name

e Contact Last Name

e Email Address

e Password

county council

e 8wl el o R
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Company Details Business Classifications Company Categories
Inorder i Your company

requires access, please contact oneof the existingregistered
contacts and ask them to add you as anew contact

PLEASE NOTE: Yellow fields are MANDATORY.

Company Details

Company Name :

Company Reference Company Registration Number
Unique Taxpayer Reference

Idonot havea
Company Ref No: Company Reg

Website:

Structure Please select an tem.

Company Summary:

Address
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3. Business Classification

Insert your business classification by
following the steps below. For this
example, we shall add a classification for
education
e Enter your business
classification into the
search bar
e Select “Search”
e Click on the green plus icon
to add
e The added classification
will appear under the
search
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Classifications

Please type d dlick“Seard, ification, use the "+ icon,

Category Title

~there are no selections for your current criteriz -

Category. Title

Key:  Mandatory
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4. Company Categories

Tick all that apply from this list.
Company Categories include:

e Micro Organisation (less
than 10 employees)

e Small Organisation (10 to
49 employees)

e Medium-sized Organisation
(50-249 employees)

e Large Organisation (250
plus employees)

e Black and Minority Ethnic
Organisations (BME)

e Companies Owned or
Managed by Women

e Community and Voluntary
Organisations (CVO)

e Community Interest
Companies (CIC)

e Social Enterprise
Partnership

e Social Enterprises (SE)

e Environmentally Friendly
Suppliers (and products)

e Fair Trade suppliers (and
products)

e Enterprises
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Company Categories

Micro Organisation (<10 Employess)

‘Small Organisation (10-49 employees)
Medium-sized Organisation (50249 employees)
Large Organisation (250+ employees)

Black and Minarity Ethnic Organisations (BME)
Companies Owned or Manged by Women
Commanity and Valuntary Organisations (CVO)
Community Interest Compaies (CIC)

Social Enterprise Partnership

Soclal Enterprises (5E)

Environmentally Friendly suppliers (and products)
Fair Trade suppliers and products)

Enterprises
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